BY ORDER OF THE COMMANDER KAFB INSTRUCTION 33-301

HEADQUARTERS 377TH AR BASEWING (AFMC)
KIRTLAND AIR FORCE BASE, S0APRIL 1998
NEW MEXICO 87117-5606 Information Management

OFFICIAL MAIL PROGRAM

COMPLIANCE WITH THIS PU BLI CATION IS MANDATORY

NOTICE: This pulication is available digally on the Kirtland Website: http//www kirtland.af.mil. If
you lack access contact tle Publishing Office (37 CS/SCSP).

OPR 377 CS/SCBIQ (MSg Kirk D. Worthy) Certified by: 377 CSECB (Haskel Austin)
Supersedes KAFBI 37-102, D Novemberl995 Page: 12
Distribution: F

This instuction implements Air Force PoljcDirective 37-1, Air Force Information Managerent (will
conwert to AFPD 33-3,Information Managmeni. It establishes poli@s and procedures to impleent
and cary out the Official Mail Program. This instruction povidesthe policyfor procesing administra-
tive communcations (mail) for on-bse distribuion and of-base trasmission. For the purpse of this
instructian, “mail” is defined agirst-class, second-clas, third-class and fouth-class administrative paper
producs, i.e., letters, pamphletsward paclages, computeapes, etc. “Freight and cargo” ae defined as
othe than paper products. This instructim appliesto ary individual a organiation who pescribes,cre-
ates, @signs, or prepares piesfor mailing at Kirtland Air For@ Base (KAFB).

SUMMARY OF REVISIONS

This revision establishes the weight allowance for ircoming and aitgoing parcds (boes) thatare pro-
cessedthroughthe Baselnformation Trarsfer CenteBITC). It outlinesthe quantity of parcelsthe BITC
will deliver or re@ive from Activity Distribution Offices (ADG). It sets the budgt requirements for
postalaccounts a Kirtland AFB. It describeoffice hours and mailing requirements for stafied mail
andestablishes proceduresrfbederal Expessservice.

1. Respamsibilities .

1.1 Official Mail Manager (OMM) . The Chief, Administrative Communications (¥7 CS/

SCBIQ) is the OMMfor the 377th Af Base Wing (ABW) and has overhtesponsibility for the Ofi-

cial Mail Program. The ®IM provides unitavith afunds target fomail. Targets will be baed upon
prevous fical year (FY) experditures and the anourt of funds reeived forthe Official Mail Pro-

gram. TheOMM will provide feedbackathe unts on ther postal expenditures.
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1.2 The BasInformation Transfer Center (BITC) (377 CS/SCBIQ). BITC is responsiblefor
processing all outgang official mail (except mail fo satellite units, & paragraph 1.5) 15 pounds and
under. BITC will deliverand/or receive no morethan 3 pecels d atime unde the 5 pound weight
limit from each ADO. If official mail is keing sent @erseas BITC will process mal up to nterna-
tional mail weight. For mail being senbtAPOs, maximum weighwill be 70 pound. BITC will
processall classified official mail.

1.3 TheTraffic Management Office (TMO) (377 LGT/LGTTF). TheTMO is responsible for po-
cessing unclasified official mail and @rcels weighing oer 15 pounds. The TRAis theinstallation's
focal point for proessing all non-Uniéd States Paial Service (USPS) methodsrfmoving official
matte.

1.4. Activity Distribution Office (ADO) . An office established withinan activity or aganization
whete official communication is procesed. The ADO is responsiblefor managinghe Official Mall
Program wthin that activity o organization. Te responsibilities include sortmoutgoing mail pior
to the scheduled diribution pick-uptime and delivering all outgoing mail paels weighing over 15
poundsto TMO.

1.41. The ADO will ssparate all ougoing mail into tihee categories (dfbase; intrabase or
onbase and pouch) prior to theckeduled pik up time.

1.42. The ADO is resposible for pick up am delivery from BITC if there are three or morarp
celsor if asingle parcel weighs more #n 15 pound.

1.4.3 For intrabas distribution, the ADO will coordinat with the reeiving activity to pidk up or
deliver three or more parcels oparcels weighig morethan 15 pounds.

1.4.4. Offices having three or me pacels or asingle parcel weighing moe than 15 pounds with
a continental US address must delithex pacels t¢ TMO for shipment. However, deliveover-
seas shipmentsweighing p to 70 poundsaBITC.

1.45. The ADOisresponsible fo controling all incomirg Federal Exprss (FedEx)packages as
classfied material untilcontents has been dtermined.

1.4.6. Eadh office receiving FedEXx is responsible for ensuring only cleared personnel process
FedEx packages untitontentsare determined.

1.5. Satellite Unit . A unit or office autheized to meteits own mal due to voume. They are
regponsible for transporting their mail to the locd US Pog Office and complying with applicable
directives.

1.6. Budgeting for Postal Expenditures. The OMMwill i dentify each unt’s expenditures so the
unit can budggefor the nex fiscal year's posthirequirements.

1.6.1. The host basg@77 CS/SCBIQWill charge all Defense Biness Operabn Funds (DBOF)
activitiesfor all psstagechargesaccording to Deprtment of Defense (DoD) 4528-M, Official
Mail Manua, Chapter 2, paragaph B.12.

1.6.2. The hat base will chargeall non-Air Force DoD associate units foall postagecharges.

2. Procedures.
2.1 Delivery Addresses.
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2.1.1 Type all official mail delivery and return addisses or lave compugr-generated dbels in
uppe case letters. Limit addressesto five lines with a meximum of 47 characters (including
spaces) per line. If BITC personel find any dscrepancies on oficial mail, theywill return the
mail, along

with a KAFB Fam 302,0fficial Mail Discrepancy Notice, to the originating individual focor-
rective action. To ensure youmail is nd returned, esure all addreses contain deast thefollow-
ing elementsand appeain the following order:

2.12. Official mail must bearthe addrss of the intendd recipient o oneside only.
2.1.2.1 Name ofactivity or identifcation of intendd recipient.(M andatory)
2.1.2.2 Attention line. (Optional)

2.12.3 Street numbeand name (Mandatory)

2.12.4. City or ba®, as appropate, and state.The ciy identifies the postfice srving the
intended recipient(Mandatory)

2.1.2.5 The 4P + 4 is the standardEZ code fomat for all DoD componentand placed in
both retun and delivey addreses. (M andatory)

2.12.51. Examples:

HQ AFMC/IMPX (MANDATORY)
ATTN: CMSGT SAM JONES (OPTIONAL)
RESOURCE PLANS ECTION (OPTIONAL)
5426 CHIDLAW BLVD SE (MANDATORY)

WRIGHT-PATTERSON AFB OH 45433-500%6 (MANDATORY)

OR
377CS/SCBIQ (MANDATORY)
ADMINISTRATIVE COMMUNICATIONS (OPTIONAL)
2050 2ND STREET SE (MANDATORY)
KIRTLAND AFB NM 87117-552 (MANDATORY)

2.1.2.6 AFDIR 37-135Air Force AddessDirectory,coves procedures faaddresing offi-
cial and pesond mail to military post ofices overseas For example:

CMSGT SAM JONES (OPTIONAL)
AWARDS AND DECORATION SECTION (OPTIONAL)
HQ USAFE/NIMA (MANDAT ORY)
UNIT 3050, BOX D (MANDATORY)

APO AE 09094-507( (MANDATORY)
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Figure 1. Addressing Official Mail.

377 CISCBIQ
2060 2D STREET SE
KIRTLAND AFB NM 871175522

HQ AFMC/IM
4425CHIDLAW ROAD SUITE 1
WRIGHT-PATTERSON AFB OH 454335001

2.2 Return Address. Theretun address contains elemts similar to those of th delivery addres.
2.3. Maili ng Official Mail.
2.3.1 FirstClass Mall

2.3.1.1 Sepaate all first-class mail weighing 15 poundsduonder from other clases of mail
and forward tdBITC for postage andshipment.

2.31.2 If the ADO has thre or more parcelsgach weighig 15 pounds ashover,the ADO is
responsiblgfor deliveing these parcel®the BITCfor postageand shipment.

2.31.3 For other than frst-class mailindicate the mal class o the upper rightorner.
2.4. Accountable Mail.

2.4.1 Takeall accountable mal to 377 CS/SCBIS, Document Security Sectiofor procesing. A
completed AF Fon 12, Accountable Container Receip', is required foall contolled classfied
mail. Dacument &curity Section’s office hours are:Monday through Fridy, 0715-1600. For
correct markings of clasified mailsee Attachment 2. Customes must take classified packages
to the US Pst Office for overnight express and next dadelivery. Documert Security Seton
dispatchemormaldelivery clasified mail.

2.4.2 Deliver acountable poutmail by 1200 to 37TCS/'SCBIS, Document Swirity Section, to
be dspatchel that same day.

2.4.3. Use anAF Form 12 forConfidential containers dpatched to 5. Depatmert of Energy
and SandiNational L& on Kirtland AFB.

2.5 Parcel Program. Takeall parcels ovet5 pounds to 37LGT/LGTTF, buildng 1015377LGT/
LGTTF requres a completed DD Fm 1149 Requisition and I nvoice/Shipping Documen for each
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destnation. 377 LGT/LGTT detemines the mostast efficient means fotranspating parcels.
BITC will ship parcels weighigup to 0 poundsand th@e goirg oversea.

2.6. Priority Service (freight overnight expess, nex day delivery, et.). Take dl unclassified
items requiring pridaty service b 377 LGT/LGTTF with a completedDD Fom 1149 fa ead desti-
nation.

2.7. Mission Capability (MIC AP). Pracess MICAP and high-priority maerial through 377 LGT/
LGTTF as freight or cargo for movementathe mostcosteffective, traceablenears that meets mis-
sionrequirements.

2.8. Intra -Base Conmunication. Place all communications for intra-basedistribution (within the
limits of Kirtland AFB) na SF 65A @ B, US Gove nment Mesenge Envelope or suitable pack-
age. Ensure e ervelope ha the proper adiressor office symtol. BITC will return incoredly
addresed intra-base distrib@ion to the aiginator.

2.9, Feda al Express (FedEx). Use FedExor missionstoppage orty. Consier all othermethods
befare using this srvice. Do nd use FedEx for short-notice susperses, enlsted perfemance repus
or officer performance reports, aard packags, etc. When mailing jpckages or lettersn Friday or
prior to a holiday, send BITC aletter of justification to ersure someone will be at the dstination to
receive the padcge.

2.9.1 BITC will accept FedExletters and Fedk medium size padges (1L 1/2x 13 1/2)that do
not exced 15 pounds. This eares @ackagedit the Fedx drop-df box located outsidefoBITC.

2.9.2 Deliver FedExtems that exeed the requements fa the FedEx drop-off box to the BTC

no later than 133@the mailed thieday. These FedEx itemsnust not exeed the B pound weight
li mit.

2.9.3 BITC will dispatch classified FedEx material for customes. An AF Form 12 mut accom-
pary each packageTo preclude tle FecEx office from storing classified material ove the week-
end, dispatch packaeg Monday tlhough Thursday between 071330.

2.9.4. Take dl FedEx items over 15 poundsto 377 LGT/LGTTF with a completed DD Form
1149. FedEx shoments, regardless ofweight and turn-in point, require aletter of justifi cation
supporting theshipment,signed ty your Unit Commander oequivalent. This letter musaccom-
pany eithethe DDForm 1149 or cargo shipmenisrocessed through the Feight Section omust
be given to teBITC. The letter of justification is required incardance with AFI 24201,Cargo
Movement, paragaph 4.5. Additionally, all letter mail ad surfae freight @rgo being shippd by
associate units, requé an intialed longline fund citation, isued by the unis resource adwor.
Wing fundel shipmentslo nd requirea fundcitation, onl the letter of jatification.

2.95. Units may use FedEx totransmit classfied information to DoD organizations and DoD
contactors.

2.10. BITC Office Hours. BITC office hoursare Monday through Friday, 0715-1600.

Customersnay pick up inhouse orregular mail fom 0800-1600. Eliver mail to BITC by 1400 to
be depatchel that day. Daily distribution runsstartat 0900 @Attachment 1).

2.11 Authorization Letters. Units must ensurauthorization letters areon file at the BITC and at
the ADO b authorize personal to receive amurtable and naaccountable communicationdJnits
mustensure theséetters arecurrert and poste@t mail delively points.



6 KAFBI 33-301 30 APRIL 1998

2.12 Distrib ution Category Listing. The distribution category listing (Attachment 3) provides a
category sheme f@ organizationsequiring mail distribubn for KAFB organizations and personnel.

3. Reporting Requirements.

3.1 Metering Equipment . Those units authared (AFRL/IM and AFRL/PK) to maintain metering
equipment wil forward their expenditure repbto 377 CS/SCBIQ not laténan 5 calendar days after
the clese of eadh fiscal quarter.

3.2 Quarterly Air Force Postal Expenditire Report. BITC will submit AF Form 3536, Quar -
terly Air Force Postal Expenditur e Report, to HQ AFMC/SCDP nd later than 10 cdendar days
after each semi-annuaéportirg period.

3.3 Fedeal Express Log. BITC will submit the Federal Expss |lg and biling information to 377
LGT/ILGTTF weskly. 377LGT/LGTTF will submit billing and account iformation to the compal-
ler (377 CPTS/FM).

4. Form Prescribed : KAFB Form 302, Official Mail Di screpancyNotice.

JON A. GARINER, Lt Col, USAF
Commander377th Communications Squadron
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Attachmern 1
DISTRIBUTION SCHEDULE ALL RUN SBEGIN AT 0900

EAST RUN WEST RUN

NAME TIME NAME TIME
SFS 0905 DET 2, 452 0910
SVS 0910 SMC/TM 0915
SA-ALC 0915 150 ANG 0930
DET 4 0920 DRMO 0940
FCDSWA 0925 MED GP 0945
DECA 0930 58 MS 0955
HC 0935 377LG 1000
AFOTEC 0940 SCSP/DAPS 1005
AFIA 0945 NCOA 1010
AFSA 0950 DET 16 1015
DET 2, 349 1000 AAFES 1020
CEG 1005 CAPLO 1020
EM 1005 58 TRSS 1025
377 HQ 1010 AFRIL/PK 1030
DPE 1015 342 TRS 1035
™M 1020 AFRL/IM 1040
COMM SQ 1025 OT/OTW 1045
DESA 1030 58 SOW 1055
BIG CROW 1045 58 OG 1055
898 MUNS 1100 58 OSS 1055
(CONSOLIDATED SUPPORT) 551 SOS 1055
TMO 1115 58LG 1055
DPC 1115 512 SOS 1105
DPF 1115 550 SOS 1110
DPM 1115

CPTS 1115

Note: Distribution runs may vary 10 to 15 minutes.
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Attachmern 2
DISTRIBUTION CATEGORY LISTING FOR SPECIFIC DISTRIBUTION USE

Figure A2.1. inner Envelope with Clasification (Use forSecret and Confidential)

SECRET

377CS/IIM Q

IM 98-101

HQ AFM C/IM
1495M acDill Street Suite 900
W right-Patterson AFB OH 45433-4691

SECRET

Figure A2.2. Registered Mail - Outer Envelope ContainingSECRET Material

377CS/IIMQ
2050A 2d Stred SE

Registered M ail
Kirtland AFB NM 87117-5522

R 743 838 156
OFFICIAL BUSINESS

IM 98-101 HQ AFMC/IM
1495M acDill Street, Suite 900
Wright-Patterson AFB OH 45433-4691
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Figure A2.3. First Class Mail -- Outer Envelope Containing Confidential Material

377CS/IIMQ
2050A 2d Street SE
Kirtland AFB NM 8711#5522

OFFICIAL BUSINESS

DO NOT FORWARD

HQ AFM C/IM
1495M ac Dill Street, Suite 900
Wright-Patterson AFB OH 454334691
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Attachment3

TOTAL DISTRIBUTION*

377 ABW COMMANDERS

58 SOW COMMANDERS 9

CPTS 1

ASSOCIATE UNIT COMMANDERS
377 ABW FIRST SERGEANTS

58 SOW FIRST SERGEANTS
ASSOCIATE UNIT FIRST SERGEANTS
377 ABW UNITS

58 SOW UNITS

ASSOCIATE UNITS

CIVILIAN TENANT UNITS

TOTAL DISTRIBUTION

* Each applicable addressee must be listed
on memorandum.  For three or more
addressees, indicate “‘See Distribution”
and attach a separate distribution sheet.

ACTIVITY DISTRIBUTION
OFFICES (ADO) ONLY

ASSOCIATE UNIT COMMANDERS

QTY

DISTRIBUTION CATEGORY LISTING FOR SPECIFIC DISTRIBUTION USE

377 ABW COMMANDERS QTY

20
377

18
10

11
163
61
135
18

452

67

-
v

377 ABW 1

377 SPTG
377CS
377 MSS
377 SFS
377 SVS
377 CEG
377 CES
877 CES
377LG
377 LGS
377 LGP
377LGT
898 MUNS
377 MEDGP
377 AERMS
377 DS
377 MDOS
377 MDSS
TOTAL

58 SOW COMMANDERS

AFNWCA

AFIA

AFOSI

AFOTEC

AFSA

DET 1,31 TES
DET 1, 342 TRS
DET 4, 505 CCEG
FCDSWA

DET 16,373 TRS
JTMD A-O
JECSIM

NAWC (NWEF)
NMANG

AFRL

AFROTC
SMC/TE
SMC/TM
TOTAL

k.

w,_....._.._.._.,d,‘._.._‘._.._.._.._.._‘;_._.._._o

58 SOW
S8 LG
58 LSS
58 MS
58 OG
58 OSS
512 SOS
550 SOS
551 SOS
TOTAL
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377 ABW FIRST SERGEANTS

377 ABW
377 CES
377CS
377 MSS
377 SFS
377 SVS
377LGT
898 MUNS

377 CPTS

377 MEDGP

TOTAL

ASSOCIATE UNIT
FIRST SERGEANTS

AFROTC

AFIA

AFOSI

AFOTEC

AFSA

DET 4, 505 CCEG
DET 16,373 TRS
FCDSWA

NAWC (NWEF)
NMANG

AFRL

TOTAL

QTY

58 SOW FIRST SERGEANTS

© e e e e b e o e

—

QTY

58 SOW
58LSS
58 MS
58 OSS
512 SOS
550 SOS
551 SOS

TOTAL

CIVILIAN TENANT UNITS

[ S N e T )

=Y
-

Allied Signal
American Red Cross
ASL

BRAVO
USASMDC-TJ-A
DCAS-AP

DIRS

DLA

DOE

JADS

Kirtland Federal Credit Union
Martin Marrietta
NMERI

Ross Aviation
Rogers Travel
Sandia National Lab
US Customs 290/291
US Customs 612
TOTAL

[

3

Qo e

E

00 it b b b b b bk e e b bt e e s e e b

11
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377 ABW UNITS

377 ABW (includes immediate/special
staff)
377 CPTS
377 SPTG
377CS
377 MSS
377 SFS
377 SVS
3771 CEG
377 CES
877 CES
377LG
377LGS
377LGP
377LGT
898 MUNS
377 MEDGP
377 AERMS
377DS
377 MDOS
377 MDSS
TOTAL

58 SOW UNITS

58 SOW
8LG
58 LSS
58 MS
580G
58 0SS
512 SOS
550 SOS
551 SOS
TOTAL

ey

E

o o= N
RV AN T TN

ac\c\wcxsmu-u\mu-u.u.
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ASSOCIATE UNITS

604 CES

AAFES

ADC

AFAA

AFIA

AFOSI

AFOTEC
AFROTC

AFSA

AFSU

BOP

CAP-LO

CORPS OF ENGINEERS
DCMAO

DECA

NAG

DET 1, 18 SURS
DET 1, 342

DET 1,720

DET 2, 349 CONT
DET 2, 4950

DET 4, 505 CCEG
DSS

DRMO

FCDSWA

JTMD A-O
JECSIM

NAWC (NWEF)
NCOA

NMANG

AFRL

AFRL/PK

PSD

AFNWCA
SMC/TE
SMC/TM

US ARMY - BIG CROW
VET SVS
TOTAL
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